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‘Pé;manent Filéim
of the
Office of Operations

Foreign Broedecast Information Division
(Schedule No. 25.051-56)

Office of the Chief

CONVENIENCE FILE

Consists of extra copies of letters, mewoe and studies
perteining to subjects of primary concern of the Division
Chief and are maintained for convenience of reference.
SubJects include Liaison with BBC, Letters of Instructions,
Division Staff Minutes Issuances, 00 Staff Meetings and
similar documents. Portions of this material are record
copies filed by folder title, (1946 to date)

DAILY DIARY

Consists of a chronology of daily activities of the

Chief and Deputy Chief of the Divigion. Filed

chronologically. (1950 to dete)
Adminigtrative Staff

EXECUTIVE SUBJECT FILES

Consist of correspondence, reports and studies reflecting
the dlvision's policy and procedures for the adminigtration
and operation in collecting intelligence information

from foreign radio and prese broadcasts of news and
propaganda and the dissemination of selected information

to consumers. Also reflects administrative support to
headquarters and fleld bureaus on matters pertaining

to personnel security, budget, finance, travel,

supply and similar support functions. Filed mccording to
Agency File Manual.

IITDIVIDUAL PERSONKEL FILES

b. Native Employees

Consists of individual personnel félders main-
tained on nstive employees on a selected basis (folders
not maintained for all native employees). Folders
contain copies of Employment Agreement, Travel Orders,
Wotification of Personnel fAction and related correspondence,
Maintained separate from Executive Subject File fore
convenience. Filed alphabetically by surname,

18

o
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EMPLOYEE RECORD CARD FILES

B, Native Emg}pyaes

Consists of Employee Record Card (OF Form B)
caintained on all native personnel employed at the
f£ield bureaus. Cerd contains summary of data on
personnel actions, security, training and other matters
necepsary for administration of personnel., Filed by
Bureaus and alphebetically by surnawe thereunder.

Liaison Btaff
TARGET LIST FILE (REQUIREMENTS)

Contains Target Lists prepared easch week and sent to
all 7BIS Editors. List is prepared from memos and
telephone calls recelved from veriocus IAC Agencies
and consumers and consolidated in a weekly list, File
algo contains & master target list which is published
quarterly for all FBID Editors and Monitors. Flle
reflects the guide requirerents given to monitors and
editors for selecting broadcast information. Filed

chronologically.
(1955 to date)

Engineerigg gtaft
NONE

Tield Operations Staff

STAFF SUBJECT FILE

Consists of correspondence, messages and reports pertaining

to the assignment end coordination of broadcast coverage
among the wonitoring statlons. Flle also reflects the
operation of communications network., Specific subjects
inelude Committees, Communications, Disseminmtion,
Equipment and Supplies, Informations, ILiaison, Personnel
Reports and others, A portion of these flles are

duplicated in the Executive Bubject Flle (Ttem #7).
Filed according to Agency File Manual, ‘
(1946 to date)

e
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27 COLLECTYON REQUIREMENT FILE

Consiste of coples of requirements and targets recieved
from other IAC agencies and offices of CIA together
with communication to and from the field concerning
the collection requirements. Filed under Routine,

Special and Targets.
(1952 to date)

28 COVERAGE FILE

Consists of communications, reports, and schedules per-
taining to the assignment and coordination of broadcast
coverage among ‘the monitoring stations., Filled by
folders titled FBID, Bureaus, Areas, Countries,
Planning, Coordination, Reports and Schedules.

— (1952 to date)

29 CRUISING REPORTS FILES

Consist of Cruising Report, Form 56-26, ment in by the
buresu or prepared by headquarteres from teletypes.
Contains information on foreign radio programs and
schedules collected by cruising monitors. FProvides
information for the preparation of "“Broadcasting Stations
of the World" and "Program Schedule of Forelgn
Broadcasting Stations”. Also used tc answer inquiries
as Tlle reflects 8 rumning history of the stations.
Filed by country and then ¢hronologically.

{(19h2 to date)
g. Voice Stations
be. Morse Stations

37 PW_RECORDINGS

a. These are recordings of American PV's (Korean
War) and various selected recordings of VIP's sent
in by the Field Bureaus to the Record Center and later
trangferred from the Records Center to this office.

b, Index - 5.8 card index filed by name and record
3 lumhe T
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Radio Propagands Branch
Item No. COMMENTARY LIST FILE

Contains record set of Coumentary List prepered deily
from rav teletypes sent in from the Field Bureaus.
Commentary Lists reflect consolidation in easy reading
style of all Bureau reports and is used as reference
and guide by the analysts fOr requesting a detalled
report frow the field on items appearing in the
Commentary List. Filed chronologicslly.

(1959 to date)

52 FBID PUBLICATIONS

These are permanent record sets of bound copies of
adio Propagends Branch publications which are maintained
or historical purposes. (For other permanent publicetions
of FBID see Item No, 78.) Bound publication of RPB
include the following:

a. Burvey of USSR and the Far East Broadcasts.
These reports discuss the Soviet and Far East Orbit
radio propaganda in detail *ut under very general
categories such as "Globel iffairs”, "Western Europe”,
"The Far East", etc. Issued every two weeks.

b. Trends and Highlights of Moscow and Peking
Broadcasts. A brief report on the principsl trends of
Moscow end Peking Propagenda a comparismof attention
given to them, and the subjecte on vhich Moscow &nd
Peking is silent or has littlie to say. Published weekly.

¢. Radio Propagands Reports, This series presents
integral studies of the total wonitored propaganda
relevant to particular events, intelligence problems,
or operational requirements. Issued frequen tly but
irregularly.

Editorisl Branch
T8 FBID PUBLICATICHS

These are the permsnent record sets of FBID publications
documenting for the Agency the productions of this
division and gre meintained for historical purposes.
(Except those publications of Radio Propaganda Branch
vhich are bound. They are: Survey of USSR and the Far
East Broadcasts snd Trends and Highlights of Moscow and
Peking Broadcasts. See Item No. 52.)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2
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8. Daily Report (Bound Copy). This report contains
sunmaries, excerpts, and text from selected current
foreign radio broadcasts and press transmissione and
is published dally.

b, Item 78 b deleted - pee Item 52 c,.

¢, Broadcasting Stationsg of the World. Lists all
known radio broadcasting end television stations of the
world except those in the continental USA on domestic channds.
Published annually. Pile is wmaintained solely for retiremert
purposes .,

d. TFcrelgn Press Transmission Schedule. Schedule
of Torelgn press radio transmissions showing location of
gtation, area of its intended aulience, time, days
used, frequencies, words per minute and point to point
transmigsion. File is maintained solely for retirement
purposes.

€. Program Schedule of Foreign Broadcasting Stations.
Shows current location of each foreign broadcasting station
or network, area of 1ts intended listening sudience,
ownership, time, frequencies, langusges and name of progrem.
New material and revisions are issued regularly as
"Station and Progrsm Notes." File is maintained solely
for retirewment purposes.

. Press Beruting Project. These emphasis reports
are prepared by the on selected 1tems from
the prese pertaining| |

L e
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UNITED STATES GO NMENT y
Memorandum \\w ~&
\ I

TO : Chief, Records Management Staff DATE 3T Degfmper 1963

L

FROM © Chief, Administrative Staff, FBIS
SUBJECT: Revision of Records Control Schedule 25.051-56

It is requested that the disposition of items twventy-six,
Staff Subject File, and twenty-eight, Coverage F'ile, in the
records control schedule cited above be changed to read as
follows:

Item 26, Staff Subject File. Temporary. Cut off at
end of each calendar year; retain in current files
area for one year and transfer to the Records Center
for five years and then return to FBIS for review.

Item 28, Coverage File. Temporary. Cut off at the
end of calendar year; retain in current files area
for two years. Transfer to the Records Center for
eight years and then return to FBIS for review.

FOR THE ACTING CHIEF, FBIS

Attachment:
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UNITED STATES GOVWPRNMENT ™S

Memorandum

TO : Chief, Records Management Staff DATE: 23 July 1963
FROM : Chief, Administrative Staff, FBIS

SUBJECT: Revision of Records Control Schedule 25.051-56

It is requested that the disposition of item twenty eight,
Coverage File, in the records control schedule cited above be
changed to read as follows: Temporary. Cut off at the end of
'calenda.r year; retain in current files area for two years.
Transfer to the Records Center for eight years and then destroy.

FOR THE CHIEF, FBIS

25

Attactment (forms 139 completed)

cc: Chief, Records Center

[ —
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0]%6‘6 Memomnd%m + UNITED STATES GOVERNMENT

TO : Chief, Records Management Staff DATE: 3 April 1961
FROM : Area Records Officer, FBID/00

mﬂnﬁcr: Revision of FBID Records Control Schedule

It is requested that the following revisions to the FBID Records
Control Schedule be approved by your office.

a. Items 45 and 57 be combined (see attachment) resulting
in the elimination of item 57. Approval of this request will
permit the following disposition of Jub 54-208, presently held
at Records Center: Destruction of boxes three through twelve,
boxes sixteen and seventeen; retention of box two as stated in

§? item 45¢ and the retention of boxes one, thirteen, fourteen,
165 - and fifteen as stated in item 45d.

b. Item 54 |be dropped from the
4M.é@éii"'COn’c.rol Schedule. This material is no .longer received by FBID.

c. Item 69 (Master Contents Sheet File), Disposition In-
% structions be changed to read: Temporary. Destroy after six
‘vﬁp} \months., This will permit the destruction of Job 57-474 pre-
gsk’sently held at Records Center.
ﬁ v

¢

FOR THE ACTING CHIEF, FBID/0O:

cc: Records Center

Attachment
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Jepmty Chicl, sdministrative Staff, ¥LID 17 March 1959
Chlef, lecords Mamagement Dtaff

Revision of Items Llc and L5, Records Control
Schedule 25.051-50 ,

( 4» Approvel is hereby piven for the revision of Items

Ghe and k5 of your Records Conticl Schedule. However, thought
should be glvern to the establishment of cut-off periods for
those records being retained in office space indefinitely.

be use of cut-off periods, prefersbly on a calendar or fiscal
vear basis, 1s an essentisl, facilitative factor in retiring
records to the Records Center when the material is no longer
in & current status and vhen space is at a premtum.

2. As the present schedule is almost three years old,
serious consideration should be givern to its revision as I'm
:xwfzwa;rnmer of changes have tuken place since its development

T L. .
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‘Ojﬁce Membrandum e UNITED szTEs GOVERNMENT

.T0  ; Lhief—Records-Manspemert Staff DATE: 9 March 1959

FROM " Deputy Chiet, Agxinlstrative Staff, (FBID

SUBJECT: Revision to FBID Records Control Schedule

It is requested that the attached revisions to the
FBID Records Control Schedule (Items hhc and 45b) be
approved by your office.

FOR TEE CHIEF, FBID

Attachment

aaaaa
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Records Center 20 Mavreh 195?

Changes 10 Records Control Schedule FKo. 25.051-56 {FBID)

1. Ttem No. 52 is revised and copy attached. You are authorized
to destroy ell Radio Propegenda Reports tramsferred to the Records
Center (not supplemental distribution copies).

2. Ttem No. 57 is revised and copy attached. This establisghes
8 disposal time for the records transferred to the Records Center on
Job No. S5h-143,

) 3. Ttem No. 7Cb 1s deleted from the schedule. See Item No. 52¢ as
revised,

Attachment

Mgt /s/RMS

Distribution
FBID

g g e
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Oﬁice Memamndzzm « UNITED STATES GOVERNMENT

TO : Chief, Records Disposition Branch, DATE: 13 March 1957
S Management Staff

: Records Center
Chief, Records Disposal Section

SUBJECT: Records of FBID

Included in our holdings at the Records Center we find we have thirteen cubic
feet of records from FBID under job number 54-143. This material is called

|T It is requested that your office contact FBID
or a definite decision as to the finsl disposition of this material.

The Records Center has never been able to get a conmitment on this job from
FBID.

Attachment:
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2
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SCARET

RECORDS DISPOSME AUTHORITY

Reeords Control Behedule (No. 25.051-56) for
the Forei;m Broadeast Information Division 4s
approved and authority hereby riven to iwplement

_‘7 the diaposition instructions contained thereon.
L 25
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[[SCHEDULE NO.

7A000400240002-25 .051=56

as NIBE's, NIS's, ORR and similer documents maine
taincd for refersnce purposesz., Filed by type of
publication, {1948 to aate)

Approved For Release 2005/1 m{-ﬁ
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28
OFFICE, DIVISION, BRANCH SI1GN =
©0, FOREICH BROADCAST INFORMATTON DIVISION, OFFICE OF THE CHIEF vy
7
£ y
‘JOM (TITLE, DESCRIPT;(;)’;,ESARIREEP(‘}EEIJIQ,AEIIV%NINCLUSIVE DATES) (c\(ljgl;gMFET.) DISFOSITION INSTRUCTIONS

1. |CONVENIENCE FILE
Coneists of extra copies of letters ; memos and 3.2 Permanent, Treansier iaective materisl to tle
studies perteiping to subjects of primary concern Records Center when no longer needed., BExtrs
of the Division Chief and are maintained for copies will be destroyed.
convenience of reference, Subjects include Lisison
with BBC, Letters of Instructions, Divieion Staff !
Minutes Issuances, C0 Staff Meetings and similar
documents, Portiens of this materiol are record .
copies filed by folder title. (1946 to date)

2. |DAILY DIARY
Consists of a chronology of daily aectivitiee of the o5 Permanent, Cut off at end of each calender
Chief and Deputy Chief of the Divieion. Filad year; retain in current files for two years
chronologiceliy, (1950 to date) and transfer to the Records Center,

3. |COURIER CLASSIFIED MAIL RECEIPT FILE
Consists of "Clessified Mail Receipt" Form 35-164 o1 Temporary. Destroy after 1 year. Cut off &
signzd by courler for the pick up of top secrat end of emch calendar year; retain in curreut
paterial for delivery from the Division. Filed files area for 1 year and destroy.
nuzericelly by Receipt No. {1556 to date)

4, |REFEREKCE PUBLICATION FILE
Consiste of reprcduced copies of publicetions such 1.5 Temporary. Destroy when obsolete, superseded

DP78-00487A000400240002-2

or no loager needed for reference purposes.

USE PREVIOUS
|39 EDITIONS.,




ITEM NO. FILES IDENTIF ICAT ION VOLUME DISPOSITION INSTRUCT!IONS
TG . -2
5. |CONVENIENCE FILE m\ﬁﬂ}for Release 2005/} W7AOOO4OOZ40002
Consists of extra copies of sll communications 1.5 Temporary. Destroy after 1 year. Cut off
signed by the Division Chief or Deputy Division at end of each calendar year; retein in
Chief and meintained for convenience of reference, current files area for 1 year end destroy.
Record copies maintained in Executive Subject File,
Filed chronologically, (1952 to date)
6. |TOP SECRET DOCUMERT RECEIPT AND LOG FILE
Consists of Log Form 38-1k recording all Top Secret| .3 | Temporary. Disposal not authorized. Cut off
material in and out of the Divieion Signed Class=- at end of each calendar year; retain in
ified Document Receipts are atteched to Log when current files area for two years and transfer
documents are sent out of the division., Filed to the Records Center,
chronologically, (1948 to date)
Alnlnrn\mrl Eor Ralaaco ')nn‘:l‘l‘;l";“l‘: ‘|‘A BRDP7R-00487A000400240002-2
1 JAN s6 EotTioNs. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET tan
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SCHEDULE NO.

R EFQHRESY €0 FIRORe b B005/1 112mP78-004 87A000400240902527 55

CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
00, FORBIGYN BROADCAST INFORMATION DIVISION, AMINISTRATIVE STAFFLe DATE
ITEM FILES IDENTIFICATION VOLUME | TIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cusIC FT.) DISPOSITION INSTRUCTION
. T EXECUTIVE SUBJRECT FILES
Consist of correspondence, revorts and studies Permanent. Disposal not authorized.
reflecting the division's policy and procedurss Cut off at end of each calendar year;
. for the administration and operation ir ccliecting retain in current files area for 2 years
intelligence information from foreign radio and and transfer to the Records Center.

press broadecasts of news and propagande and the
dissemination of selected informetion to consumers.
£)so reflects administrative support to headquarters
and field bureans on matters pertaining to personal]
security, budget, finance, travel, supply and
similar support functions. Filed according to
Agency File Manual.

8. Departmental 8
(1954 o date)

. Bureau 10
(1954 to date)

are raintained under the old file system. This
materiel 1g o be screened and active material
brought forwerd to the current files and the
remainder retired.)

. {Wote: 10 eu. £t. of records dated 1948 thru 1952

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400240002-2
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

8.

Approved For Release 2005/11/21 : CIA-

INDIVIDUAL PERSONNEL FILES
SECRET

Consists of individual personnel folder rain-
tained on all classified employees of FRID Head-
quarters and field for administrative purposes.
Includes exira coples of Perscnnel Vistorv State-
ment,Personnel Action Request, Notiflcation of
Personnel Action, Personnel Qualificetion Wuestion-
naire, Security Clearance and similar meterial.
Essential material duplicated in Officisl Personrel.
Files). TFiled alphsbetically by surneme.

(1943 to aate)

a. Claesified Frployee

b. HNative Emplovees

Congiszts of individwal personnel figlders main-
tainad on netive employees cn & sclected basis
{fcldars not meinteined for all native employees).
Folders cortain coples of Fmployment Asreement,
Travel Orders, Hotification of Personnel Action
and. releted correspondence. Maintained szeparate
from Sxecutive Subjiect File for ecornvenicnes. Filed
alpbabetically by surname.

EMPLLOYER RECOPD CARD FIIRg
a. Classified Reployees

Consists of Service Record Card {SF 7), main-
tained on all clessified emmloyees of FRID, bhead-
quarters and fieid. Card contains summary of date
on personuel actiong, training, security and cther
matters necessary for administration of personvel.
Filed alphabetically by surname.

be Notive Employees

Consiste of Employee Record Card {OF Form B)
rainteined on all native personnel emrloyed at the
Tield hureaus. Card contains summary of date cr

DP78-00

persornel. actions, security, training and other

matters £ 0
Pilad = A . k

FORM NO.
t JAN Sg

'398 uuu PREVIOUS

EDITIONS.

87A000400240002-2

Terporery. Destroy 2 yesrs after separaticn
of employee. Place in inactive file upon
separation of employee; retain in current
files arca for 2 years and destroy.

Permanent. Upon eevaration of employee place
in inactive file until end of year, then vlace
in Execvtive Subjeet File under the Subject
"Parsonrel (Native), and retire with this
group of records.

Terporery. Place in Individual Personnel
Folder uvon separation of employee. Upon
intrea~agency transfer forward to gaining officel.

Permanent., Upon separation of emnloyes place
in Executive Subject File under the Subject
"Personrel {Native)."




DISPOSITION INSTRUCT IONS

{TEM NO. FILES IDENTIFICATION VOLUME
10. |convENTENCE FrimghPproved For Release 2%5111121 : CIA-RDP78-00487A000400240002-2
.Extra coples of communications signed by the Chief, 1 |Terporary. Destroy after 2 years., Cut off at
Administrative Staff and mainteined for convenience end of each calendar year; retain in current
of reference. Filed chronologically. files area for 2 years.
(1953 4o date)
1. lALLO‘IM‘NT LEDGER
.;‘; »(
Consists of extra copies of SF 10154 furnished | 1 |Temporary. Destroy after L year. Cut off at
oy ?iscal Division for use in verifiecation of tran51 end of each fiscel year; retain in current
pections. Filed chronolcgically by fiscal yeer. 1les ares for two years and destroy.
(FY 1955 %o date)
12, CQMMUNIGATION CONTROL FILES
Consists of logs malntained on all classified 1.3 |Temporary. Destroy after 2 years. Cut off at
meil entering or leaving the Division. Filed end of each calendar year; retain in current
ehronologically. files ares for 2 years and destroy.
{1954 to date) .
23. POURIZR RECEIPT FIIE
A Consists of Courier Classified Mail Receint 1l [Temporary. Destroy after 1l year. Cut off at
(Form 35-16) signed by courier on pick up of meterial. end of each calendar year; retain in current
n the Division for delivery. Filed chronologicallyl files aree for 1 year and destroy.
(1954 to date)
1k,  [REPRODUCTION RTQUISITION
Consiste of copies of Reproduction Regquisiticn .1 |Temporary. Destroy after 1 year. Cut off at
[Form 35-2) returned from Reproduction Plant showing end of each fiscal year; retain in current
due date of completion of job. Mainteined as a files area for 1 year and destroy.
control. for follow-up. Iumber log maintained in
connection therewlith for use in assigning Requisi-
tion Nurbers. Filed numerically by Requisition
Nurber .
{Fiscal Year 1955 to date)
Approved For Release 2005/11/21 - CIA-RDP78:004R7A000400240002-2

FORM NO. USE PREVIOUS
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EDITIONS.

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET
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ITEM NO.|

FILES IDENTIFICATION

VOLUME |

DISPOSITION INSTRUCTIONS

15.

16.

Approved For Release 2005/1 HR kG|
SUPPLY AND EQUIRMENT REQUISITION FILE

Consists of tissue copies of Requisition (Form
88), reproduced copies of Requisitions, copies of
Purchase Orders (if any), reproduced copies of?
Shipping Document. Files reflect the administrativ
and technical support given to field Bureaus in
controlling and expediting supplies and equipment
required by the Buresus. Requisitions originating
at field Bureaus are reviewed by the Division and
are sometimes regritten or consolidated prior to
submitting them to logistics. File is closed when
advance copy of shipping document is signed and
returned by the consignee (Singed copy is alsc sent
to Togistics Office). Record copy mainteined in
logistics Office. Filed numerically by Requisition
Tumbezr.

(Fiscal year 1955 %o date)

REQUISITION CARD LOG

Consists of unnumbered card form or notebook
log mainteined for the same purpcse reflecting
Requisition Number, Date; Nomenclature, Field
Bureau and related information on all requisitions
issuved. Used for reference purvoses and to assign
Requisition Number. Filed by Bureaun and by number.
(Fiscel year 1955 to date)

Approved For Release 2005/11/21 : CIA-

DP78-00487A000400240002-2

DP78-004

Termporary. Destroy individual file vhen case

is closed.

Temporary. Destroy aefter 1 year. Cut off
at the end of each Tiscal yeer; retain in
current files ares for 1 yvear and destroy.
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RECORDS CONTROL SCHEDULE

Approved For Release 2005/11/21 :m8-004

OFF ICE,

DIVISION, BRANCH

|00, FOREIGN BROADCAST INFORMATION DIVISION, LIAISON STAFF

SCHEDULE NO-
25,051 -5A

B7A000400240002-2

CONCURRENCE

SI1GNATURE

TITLE DATE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

17

18

STAFF SUBJECT FILE

Contains wemos, reports and studies reflect-
ing collection requiremwents and targets, and the
evaluations of FBID products. Also reflects the
dissemination policies in connection with the
distribution of FBID products to the consumer.
Contains waterial on Liaison, Meetings, Security a
similar subjects. Reports and studies going to
higher echelons and essential waterial are
duplicated in the Executive Subject File (Item
#8). TFiled according to Agency File Manual.,

(1955 to date)

TARGET LIST FILE (REQUIREMENTS)

Contains Target Lists prepared each week
and sent to all FBIS Editors. List is prepared
from memos and telephone calls received from
various TAC Agencies and consumers and consolidate
in a weekly list.. File also contains a master
target list whieh is published quarterly for all
fbid Editors and Monitors. File reflects the
guide requirements given to monitors and editors
for selecting broadcast information. Filed
chronologically.

' (1955 to date)

3.5

ha

.2

Temporary. Destroy after 3 years. Cut
off at end of each calendar year; retain
in current files area for 1 year and
retire to the Records Center.

Permanent. Disposal not authorized.
Cut off at end of each calendar year;
retain in current files area for 1

year and transfer to the Records Center.

oS

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2
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DISPOSITION INSTRUCT IONS

ITEM NO. FILES IDENTIFICATION VOLUME DARAR S
Approved For Release 20Q§L11121 T CIA-RDP78-00487A000400240002-2
19 | MAILING LIST CARD FILE W{E)‘

Consists of 3x5 card maintained on all b Temporary. Destroy individual cards
individuals, government agencies and other 1 year after removal from mailing
organization (except internal CIA recipient) who list. Place in inactive file upon
are on the wailing list for all reports produced removal from wailing list; retain in
by FBID. Filed by report and alphabetically current files.area for 1 year and des-
thereunder. troy. (Gen. Schedule 3 (3mos.)

(Current)
20 REFERENCE PUBLICATION FILE

Consists of copies of Daily Reports and 3.5 Temporary. Destroy when obsolete
other publications maintained for reference or no longer needed.
purposes.

— — Approved-FerRet 2006/4H24--CIA-RDRZ8.00487A000400240002-2
aan se 1392 00,000 RECORDS CONTROL SCHEDULE . CONTINUATION SHEET (4
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SCHEDULE NO.

8-00 7Ann%5095lﬂ5ﬁ9 2

CONCURRENCE

OFF ICE,

DIVISION, BRANCH

00, FOREIGN BROADCAST INFORMATION DIVISION, ENGINEERING STAFF

SIGNATURE

TITLE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME

(cuBIC FT.)

DISPOSITION INSTRUCTIONS

21

STAFF SUBJECT FILE

Consists of correspondence, teletypes, form docu-
ments and issuances reflecting the technical admin-
istration of the procurement, installation, main-
tenance and improvement of technical equipment at
the field bureaus. Also reflects staff supervi-
sion of technical personnel and budget. Essential
material duplicated in Executive Subject File
(Ttem #7), File according to Agency File Manual.
(1953 to date)

BUREAU PROJECT FILES

2. Project File
Consists of correspondence, TW's, photographs,
reports and other documents reflecting the select-
ion and construction of FBID sites for monitoring
stations and the installation of equipment, Also
reflects major changes or addition to existing
field bureaus such as the construction of housing,
recreational facilities, and other facilities re-
quired at the bureau, Material essentially dupli-
cated in Executive Subject File (Item #7). Filed
alphabetically by bureau and thereunder by projectsi
(1952 to date)

FORM NO.
1 JAN 56

|39 USE PREVIOUS

EDITIONS.

L.5

Temporary. Destroy after 3 years.
Cut off at end of each calendar year;
retain in current files area for 1
year and retire to the Records Center.

Temporary. Destroy 3 years after
completion of projecte Flace in
inactive file upon completion of
projecty retain in current files
area for 1 year and retire to the
Records Center,
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ITEM NO.

23

2k

FILES IDENTIFICATION OLUME. 4 &
Approved For Retease 200511724 s@ hdddnd
BUREAU PROJECT FILE (CONTINU’ED)

be Plans and Blueprints File
Copies of plans, blueprints, tracings, drawings
working papers and charts prepared by ceabpectors,
Logistics Office, Field Bureaus and this Office in
connection with construction projects at FBID
Field Bureaus. Used as a Working file and refer-
ence in the technical supervision of the project,
Essentially duplicated in Logistics Office, Filed
by Bureau, ’
(1952 to date)

TECHNICAL REFERENCE FIIE

Consists of extra copies of memos, technical man-
uals, photographs, commercial publications and
other material pertaining to technmical subjects
such as antennas, tubes, wiring, testing of special
equipment, wire facilities and similar subjects
meintained as technical reference, TFiled alpha-
betically by subject. Essential material duplica-
ted in Executive Subject FTile (Item #7).

REFERENCE PUBLICATION FIIE

Consists of magazine, periodicals, extra copies
various agencies' publications and commercial
publications collected and maintained for technical
reference, Publications consist of such titles as
Catalogues, Technical Manuals, Proceedings of In-
stitute of Radio Engineers, Electronics, Electri-
cal Commnications and similar technical material.

e e
Approved For Release 2005/11/21 : CIA-#(D#'IB-’DO

Annnannnnnnnnlépos ITION INSTRUCT{ONS
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10 Temporary. Destroy when obsolete or
no longer needed for reference pur-
poses.

1.5 Temporary. Destroy when obsolete or
no longer needed for reference pur-
poses. :

Sl |Temporary. Destroy when obsolete or

no longer needed for reference purposes,

87A000400240002-2

FORM NO.
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EDITIONS.
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\TEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-F2DP78-00187A000400240002—2
25 LIBRARY MATERIAL
Consists of reference books such as Electrical 27 Temporary. Disposal not authorized.
Engineers Handbook, Vacuum Tubes, Radigtion Lab- Return to Agency Library when no
oratory Series, Measurements in Radio Bngineering, longer needed.
Flectrical Code Diagrams, Communication Circuits
and similar technical books collected and main-
tained for reference purposes,
Approved For Release 2005/11/21 : CIA-F,_DP78-004 B7A000400240002-2
sy 10N SHEET
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SCHEDULE NO.

200040024 Enn

21 - 56

OFFICE,

DIVISION, BRANCH

00, FOREIGN BROADCAST INFORMATION DIVISION, FIELD OPERATIONS STAFF

Chiel, Field Operations-notaff

23 July 1963

Consists of mmnications, reports; a.nd. schedules
pertaiging® to the assignment- end coordination
broadcast coverage among the monitoring statio
Filed by folders titled FBID, Bureaus, Areas,

Countries, Planning, Coordination, Repo: t////

0 yeers.

then destroy.

‘at the end of
3 retain in current files

Transfer to the

APPRO]

Schedules. (1952 to date
Approved For Release 2005/11/21 : CIA-}

DP78-00487A000400240002-2

CIA Records Administration Offleer

Yo (TITLE, DESCRIPT;(I)b,E saniaafvgznlfg\;rc.Aa;l%Nmuuszm DATES) (c‘{,gklc“fr. ) DISPOSITION INSTRUCTIONS

26 | STAFF SUBJEUCT FILE : -
Consists of correspondence , messages and reports 5 Temporary. Dispo not authorized.
pertaining to the, assi@men'b and coordination of Cut off at-end of each calendar year;
broadcast coverage ong the monitoring stations. retatm ‘in current files area for 1
File also reflects the operation of communications| —Tyear and trensfer to the Records Center.
network. Specific subyjects include Committees, _-
Communications, Dissemination, Equipment and Sup-
plies, Informations, ial‘eon, Personnel Reports
and others. A portion of thege files are dupli-
cated in the Executive Subjett Bile (Ttem #7).
Filed accordmg,torﬁg’ ency File Ms . (1946 to
date) P

P /‘
2T COﬁ:TION REQUIREMENT FILE

Consists of copies of requirements and tar, ts/r'e{ Permanent. Disposal not authorized. [
ceived from other IAC agencies and offic 14 Retain in current f_ﬁfiﬁm
together with communication to and/fZ'Om the fie longer needed then-transfer to Records
concerning the collection requirements Filed Center. ..
under Routine, Special and. Targets. (1962 to date | ——

28 | COVERAGE FILE /,/ ]

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.




SCHEDULE NO.

RECABPFo 66 FRALRERHEMILE5/11/21 : CIA-RDP78-00487A000400240682 %1 - 61

CONCURRENCE 2
OFFICE, DIVISION, BRANCH 23
1
00, FOREIGN BROADCAST INFORMATION DIVISION, FIELD OPERATIONS STAFF|TTTE scting Chief e
Field Operations Staff 30 Dec. 1963
LES IDENTIFICATION VOLUME
2557 (TITLE, DESCR1P1§$N. ARkAN%EMENT, AND INCLUSIVE DATES) ccusIC FT.) DISPOSITION INSTRUCTIONS

26 STAFF SUBJECT FILE

Consists of correspondence, messages and reports 5 Temporary. Cut off at end of each calendar
pertaining to the assigmment and coordination of year; retain in current files area for 1 year
broadcast coverage asmong the monitoring statioms. and transfer to the Records Center for five

. File also reflects the operation of communications years and then return to FBIS for review.
network. Specific subjects include Committees,

Communications, Dissemination, Equipment and Sup-
plies, Informations, Liaison, Personmel Reports
and others. A portion of these files are dupli-
cated in the Executive Subject File (Item #7).
File? according to Agency File Manual. (1946 to
date

27 COLLECTION REQUIREMENT FILE

Consists of copies of requirements and targets re- 1 Permanent. Disposal not authorized.
ceived from other IAC agencies and offices of CIA Retain in current files area until no
together with communication to and from the field longer needed then transfer to Records
concerning the collection requirements. Filed Center.

under Routine, Special and Targets. (1962 to date

‘l’\ 28 COVERAGE FILE

| Consists of communications, reports, and schedules b Temporary. Cut off at the end of
| pertaining to the assignment and coordination of calendar year; retain in current files
! - broadcast coverage among the monitoring stations. area for two years. Transfer to the
«| Filed by folders titled FBID, Bureaus, Areas, Records Center for eight years and then
‘| Countries, Planning, Coordination, Reports and return to FBIS for review.
Schedules. (1952 to date)
. 2%

APPROVI % 4%
Date

CTA Records Administratioh Oficex
Approved For Release 2005/11/21 ; CIA-H - 00240002-2

FORM NO. |39 USE PREV!IOUS (aty
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ITEM NO. FILES IDENTIFICATION ‘—SECRE? VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2

29 | CRUISING REPORTS FILES

Consist of Cruising Report, Form 56-26, sent in
by the bureau or prepared by headquarters from
teletypes. Contains information on foreign radio
programs and schedules collected by cruising
monitors, Provides information for the Preparation
of "Broadcasting Stations of the World" and
"Program Schedule of Foreign Broadcasting Stations!
Also used to answer inquiries as file reflects a
running history of the stations, Filed by country
and then chronologically,.

' (1942 to date)

a. Voice Stations 9 Permanent, Disposal not authorized.
Retain indefinitely in current files
area.

b, Morse Stations ; 1.2 | Permanent., Disposal not authorized,
Retain indefinitely in current files
arede

30 | CODING CARD FILE

Consists of "Broadcasting Stations of the World", 2 Temporary. Destroy deleted cards two
Form 56-80 containing coded information from which months after publication,
machine record cards are punched, File reflects
frequency, power record and ownership of all
. broadcasting stations of the world and are used in

the publication of "Broadcasting Stations of the
World", Also serves as index to code numbers
assigned to each station., Filed by country and
numerically by station code numbers

current)

- 7 Approved For Release 2005/11/21 : G]E-f @Fﬁ8-00@7AOOO400240002-2
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

31

32

33

. ok €J N
Approved For Release 2005/11/21 : CIA-R
BROADCAST INFORMATION SECTION SUBJECT FILE

Consists of copies of communications, transitory
material such as requests for information, copies
of agency issuance and other reproduced publica- |
tions on such subjects as Coverage, Jamming, Lan-
guage Aids and others. File also contains repro-
duced maps and copies of administrative instruct-
ions to the field bureaus. Record material essen-
tially duplicated in Staff Subject File (Item
26), Classified and unclassified files maintained
separately and are filed according to Agency File
Manual.
(1949 to date)

COUNTRY FILE

Consists of background information collected from
various sources and used as a reference in pre-
paring schedules and as a history of foreign sta-
tions, Contains State, Army, Navy, Air and Com-
merce Reports and various Agency reports and cop-
ies of teletypess File also contains newspaper
and magazines, Filed alphabetical by country in
classified or unclassified file,
(1942 to date)

LIBRARY MATERTAL

Consists mainly of foreign language dietionary
used as reference in translations,

DP78-00

18

87A000400240002-2

Temporary. Destroy after 3 years.
Cut off at end of each calendar
year; retain in current files area
for 3 years and destroy.

Temporary. Destroy when obsolete or
no longer needed,

Temporarys Disposal not authorized.
Return to CIA Library when no longer
needed,

il
Approved For Release 2005/11/21 : CIKiﬂTBWB-O04_87A000400240002-2
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FORM NO.
1 JAN 56

a UsE rrevious
3& EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

tan)




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2

3k REFERENCE PUBLICATION FILE W
a. Consists of copies of foreign h 20 Temporary. Destroy when obsolete
magazines and newspapers and other publications or no longer needed.

pertaining radio and broadcasting collected
and maintained for reference purposes. Filed
by country and by publication thereunder.

b. Consists extra copies of publications Temporary. Destroy when obsolete
issued by FBID and retained solely for or no longer needed. (Except that
reference purposes and for distribution. sole copies of all publications

dated prior to 1 April 5S4 will be
transferred to the Records Center
. for permanent retention).

(1) Program Schedules

These files consist of copies k 6
of publications separated into cumulative files
by €ountry.

(2) sStation and Program Notes
These are a chronclogical set of 5.
files reflecting all charges to the program
schedules.
(3) Extra Copies
These are extra copies of 16

) publications retained priwarily for distribu-
. tion purposes.

Approved For Release 2005/11/21 : CIA-RDP78-00 8%%0400240002-2
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ITEM NO.

FILES IDENTIFICATION

| VOLUME

DISPOSITION INSTRUCTIONS

35

RECEPTION REPORTS

36

37

Approved For Release 2005/11/21 : CIA-ITDP78-00487A000400240002-2

¥

Consists of reproduced copies of reception
reports received from various sources such as
BBC, National Radio Club and others. Files are
used for finding leads information on foreign
broadcasting stations. Filed by report.

(1950 to date)

REPRODUCTION STENCILS

These are stencils retained on publications
prepared by the Field Operations Staff. They
areretained to facilitate reporduction of any
of the items.

PW RECORDINGS

a. These are recordings of Awerican PW's
(Korean War) and various selected recordings of
VIP's sent in by the Field Bureaus to the
Record Center and later transferred from the
Records Center to this office.

~ b. Index - 5.8 card index filed by name
and record number.

Approved For Release 2005/11/21 : CIA-R

k.5

DP78-004

Temporary. Destroy when obsoclete
or no longer needed.

Tewporary. Destroy when publication
has been superseded and new stencils
received.

Permanent. Disposal not authorized.
Transfer en bloc to the Records Center
when no longer needed.

Permanent. Disposal not authorized.
Transfer to the Records Center with
the recordings described in a. above.

Jeaid

37A000400240002-2
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SCHEDULE NO.
REAPRBSVEANTRORESEHEO AOD5/11/21 : | 8-004B7A000400240852851-5
) : CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
00, FOREIGN BROADCAST INFORMATION DIVISION, RADIO PROPAGANDA TITLE DATE
BRANCH
il ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
38 BRANCH SUBJECT FILE

Consists of copies of processed material 2 Temporary. Destroy after 3 years.
and extra copies of documents pertaining to Cut off at end of each calendar
subject folders such as Meetings, Personnel, year; retain in current files area
Security, Training and similar subjects for 1 year and transfer to the
maintained for adwinistrative purposes. Filed Records Center.
according to Agency File Manusal.

(1954 to date)
39 CONVENIENCE FILE (READING)

Consists of extra copies of all cowmuni- A Teuwporary. Destroy after 1 year.
cations signed or prepared by the Branch Chief. Cut off at end of each calendar
Maintained as a ready reference. Filed year; retain in current files area
chronologically. for 1 year and destroy.

(1953 to date)
Lo COMMENTARY LIST SUSPENSE FILE
Consists of raw teletype reports received 1.5 Temporary. Destroy after 1 month,
) from field stations summarizing information of Maintain a 1 wmonth level; thereafter
. interest as required, Teletypes are used to destroy oldest date upon filing of
prepare a daily Commentary List for circulation current date.
and use of the analyst. File is maintained as a
suspense as all items are published in the
Commentary List. Copy of list is filed with the
teletypes. Record copy of Commentary List is
filed in Item #46. Filed chronologically.
(Current
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2

FORM NO. l39 USE PREVIOUS ] (an)
1 JAN 56 EDITIONS.
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I TEM NO.( FILES IDENTIFICATION VOLUME ‘ DISPOSITION INSTRUCT {ONS
Approved For Release 2005771721 : CIA-RDP73-00 u/Auuuﬁiq‘poooz-z

L REFERENCE PUBLICATIONS FILE
Consists of extra copies of published re- 3 Temporary, Destroy upon receipt
ports prepared by the branch and wmaintained of bound cepy.
for reference purposes or until bound copy has P
been received. Consists of Trends and =

Highlights, Surveys, Radio Propaganda Reports
and others.

ko CENTRAL RESEARCH ADMINISTRATIVE FILE
" Consists of copies of wessages and corres- .5 Temporary. .Deskroy after 3 years.
pondence to and from the field with regard to Cut off at end of each calendar year;
Commentary List. Contains instructions and retain in current files area for 1
procedures as to topics, deadlines, clarifica- year and transfer to the Records Center.

tions and other administrative matters in
comnection with Cowmentary List. Filed
chronologically.

(1949- to date)

43 AREA AND TOPIC FILE

Consist; gf ba;kground iifomation I;aintain- 2l Temporary. Destroy when obsolete
éd for use of branch personnel in preparing
reports. Contains copies of Radio Propaganda or no longer needed.
Branch Surveys, and Reports together with
individual analysts contribution, ONE Reports,

Information Reports (non FBID), Special Reports
r’ . (published and unpublished) newspaper
clippings, Graphs and Figures and other material}
Filed by Global Topics and by Areas, countries apd rui’
subjects within country.

(1948 to date)

L
Approved For Release 2005/11/21 : C|A-[QDP78-00%7A000400240002-2
P es 139a (00 1000 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET s tan
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ITEM NO. . FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

e Approved For Release zoébﬁﬁ&ﬁ-mws-oo: 87A000400240002-2

i AREA AND BEAM DATA FILES

8. Beaming Slip

” Consists of Form 90 "Beaming Slip" 5 Temporary. Disposal not authorized.
(Soviet Propaganda) prepared from Commentary Retain in current files ares indefini-
Lists showing number of commentaries made by tely.

. Soviet on each event or topic. File is used by
-~ " analysts for research purposes. Filed by
Western Events, Orbits Events and Topics.

(1949 to date)

b. Tally Sheet

Consists of unnumbered sheet prepared .5 Temporary. Disposal not authorized.
weekly from Commentary Lists showing commentaries Retain in current files area indefinitely.
made from Radio Moscow in a language for a
certain country. These are used to prepare
quarterly summaries and statistics such as
beam analysis and area analysis and figures are
used in various reports. Filed chronologically.

(1949 to date)

c. Tally Sheets

Consists of unnumbered sheets prepared 4, Temporary. Disposal not authorized. Cut
weekly from Peking Commentary Lists. These are off at end of each calendar year; retain
"; used to prepare quarterly summaries and in current files area for three years
- statistics such as beam analysis and area and transfer to the Records Center,

analysis; figures are used in various reports.
Filed chronologically.

(1952 to date)

Approved For Release 2005/&E_%]RDP78-00487A000400240002-2
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ITEM NO.|

FILES IDENTIFICATION

[ DISPOSITION INSTRUCT | ONS

L5

PROPAGANDA INDI‘é\flp OR

a, Newswatch Data File
Consists of newletter prepared weekly from raw
teletypes sent in for Newswatch requirements
showing nimber of times Radio Moscow beams to
USSR on selected topics. Contains related
correspondence and instruetions to the field in
connection therewith, File is used by analysts
for research data. Filed chronologically,
(1952 to date)

bas Newswatch Teletype Reports
Consists of copies of raw teletype reports
received from field bureaus in connection with
Newswatch requirements., Files reflect broadcasts
monitored on Radio Moscow pertaining to selected
topics and Peking Home Service monitored summaries,
Teletypes are used to prepare weekly newsletter,
(Jan, 1961 to date - Radic Moscow)
(Jan. 1960, to date ~ Peking Home Serwice)

S
ConsIsts of copy, reports and lists concerning

each other, Transfered to Records under Job Sh~ILjJ
(13 boxes) and Box No, 2 of Job 5h~208 is covered
by this item,

d, Hostility Indicators
Sample material for Hostility Indicators relatiwe
to Korean and Vietnamese Wars. Transfered to
Records Centér Under Job 54-208

Moscow transmitter re Korea Box 1

Indochina transmitters Boxes 13, 1l & 15

e, Completed Indicator Propjects
Will consist of material collected by analysts
that reffects Hostility Indicators,

FORM NO.
1 JAN 56

rove%g r Release 2005/11/21 : CIA-F\DP78-004k7A000400240002-2

Temporary, Distroy when no longer needed,
Retain in current files area until destroyed,

Tempor}{ Review for destructionae‘j five
years/ Cut off at end of each calander years
retain in current files area one year and
transfer to the Records Center,

Temporary, Review for destruction every five
years, Begining January 1961.

Temporary review for destruction every five
years, Begining January 1961

Tempogary. Hold in current files area untill
project is completed. Transfer to the Records
Center and review for destrustion five years
from date of transfer,

Approved Ear Release 2005/11/21 - CIARNP7R.004R7A000400240002.2
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ITEM NO.

FILES IDENTIF{CATION

VOLUME

DISPOSITION INSTRUCT IONS

L5

Approved For Release 28EWEIC|A-RDP78-00

NEWSWATCH FILES

Data File

/
nsists of newsletter (unnumbered forgi/’ .5

worksheet) Pxepared weekly from raw teletypes
sent in for Ne gwatch requirements showing
number of times BQdio Moscow beams to USSR
selected topics. S
and instructions to tk
therewith. File is usel
research data. Qological

(1952 to datd

b. Teletype Reports \\\

Consists of copiesAf raw teld

reports received from field bureaus in -
connection with NewswatcH requirements. Files
reflect broadcasts mdnjfored on Radio Moscow N
pertaining to selected topics and Peking Home ™.
Service monitored syfmaries. Teletypes are
used to prepare a fleekly newsletter for the
analysts informgfion and reference. Filed
chronologically.

< (1953 to date -Radio Moscow)
(1957 to date-Peking Home Service

COMMENTARY LIST FILE

. Contains record set of Commentary List
prepared daily from raw teletypes sent in from
the Field Bureaus. Commentary Lists reflect
consolidation in easy reading style of all
Bureau reports and is used as reference and
guide by the analysts for requesting & detailed
report from the field on items appearing in the
Commentary List. Filed chronologically.

(1949 to date)

A

e
/

Annrn\ﬂﬂﬂﬂﬂ&w&%
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Temporary. Disposal not authorized.
Retain in current files area indefinitely.

Temporary. Destroy after 10 years., ~
Cut off at end of each calendar year;
retain in current files area for 3 years
and transfer to the Records Center

e

Permanent. Disposal not authorized,
Transfer inactive material ts the
Records Center when no longer needed.
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|TEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT iONS

b7

48

k9

50

51

"PERSONALITY CARD FILE

Approved For Release 2005E@§1“§E:1A-RDP78-00

COMMUNIST SPEECH FILE

Consists of full text of speeches made by
Communist personalities. Speeches are taken
from daily reports and other sources. Files
are used for reference and research purpose# by
the analyst. Filed by area and thereunder by
name of speaker.

(1945 to date)

Consists of 5x8 card maintained on Soviet
commentators and other Soviet Party members.
Cards contain biographic information taken from
the Daily Reports and other sources. Filed
alphabetically by name.

JOINT FRESS READING SERVICE FIIE

Consists of translations of items taken
from the Soviet Daily Press and periodicals.
File is maintained by foreign and domestic
and chronologically under each.

PRESS SCRUTINY FILE

Consists of ftems selected by the field
bureaus from local press and forwarded to this
office by teletype. Filed chronologically under
bureaus.

TABLE OF CONTENTS FIIE

These are table of content pages taken from
the Daily Reports and maintained as an index
for research purposes. Filed by area and
chronologically thereunder.

1.5

1.5

1.5

Appraved Faor Release 2005/11/21 g; EI}S-O

187A000400240002-2

Temporary. Disposdl not authorized.
Retain in current files area indefinitely,

Temporary. Destroy when obsolete or
no longer needed.

Temporary. Destroy when obsolete or
no longer needed.

Temporary. Destroy when sbsolete or no
longer needed.

Temporary. Destroy when osbsolete or
no longer needed.
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52 PBID PUBLICATIONS .

: aron

These are permanent record ‘sets of bound il
copies of Radio Propaganda Branch publications
which are maintained for historical purposes.
(For other permanent publications of FBID see
Item No. 78). Bound publication of RPB include
the following:

a. Survey of USSR and the Far East Broad- 3 Permanent. Disposal not authorized.
casts. These reports discuss the Soviet and Far Transfer to the Records Center in annual
East Orbit radio propaganda in detail but ‘ blocs when no longer needed in current
' under very general categories such as "Global files
Affairs", "Western Europe", "The Far East",

etec. Issued every two weeks.

b. Trends and Highlights of Moscow and 3 Permanent. Disposal not authorized.
Peking Broadcasts. A brief report on the Transfer to the Records Center in annual
principal trends of Moscow and Peking Propaganda blocs when no longer needed in current
a comparison of attention givento them, and files.

the subjects on which Moscow and Peking is
silent or has little to say. Published weekly.

c¢. Radio Propaganda Reports. This series 3 Permanent. Disposal not authorized.
presents integral studies of the total Transfer to the Records Center in
wonitored propaganda relevant to particular event# ) annual blocs when no longer needed
intelligence problems, or operational require- in current files.

ments. Issued frequently but irregularly.

Trnmmg
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- ‘ 5 ~” . - L .
e a:swﬁérma\ b {s70f Bbund” //;éz;}4gdjgégi:)
Radio Profaga b¥icatiehs !
, ch-are mainta{ned for histerlcal/purp es. ,)_ ~
pﬁylicatignéfnot_bdhnd
-' panent publications of '
Fougd publicata.on of BEB i
a.,/SGryey_gf'US fe ', ¢ S| =3~ - Permanent .- -Disposal net-asubhorized.
7 ‘hese’ repor oyt Pransfer to the -Records Center—in annual
st/br‘iﬁ\gadi‘ 3 i 3 ut” ) blocs when ne-longer needed—in-current
er very gen ’ | .files
Affairs”, "WeéSter:
. sued. ev twb/weeks. T
e x/ ' / e
’ . Txénds \and\mgh ghts of ,Més Permanent.---Bisposal not autharised.
Ny Brogdcasts. . ief ‘rep rt o “Pransfer to the Records-Cetrter in annual
ncipal trends of,Mbscow an§/9 ] bloes—when—ne—tonger needed in current
” <fiiss

@parigon of. gtfentidon C
e bJeci}%o Waic Moz
s-Tittle t say .~ Publis he WQekIy‘;"
53 COMMUNIST EDITORICAL FILE

Consists of clippings taken from the Daily 2.8 Tewporary. Destroy when no longer
Reports reflecting all Pravda and Peoples Daily needed.
Editorials. Used for reference and research -
purposes by analysts. Filed chronologically by

paper.

(1952- to date)

@ LD
1 st | [ ]summariES FIIE DM 34

. ’ 2D .

Consists of daily sumwaries prepared at 6.5 Temporary. Disposal not authorized.
1 :reflecting Moscow broadcasts in Cut off at end of each calendar year;
1 summary Torm wonitored a‘c|:| Filed retain in current files area for 2 years
chronologically. and transfer to the Records Center.

(1953 to date)

sy

g 3

&
EL
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55 REFERENCE PUBLICATION FILE ETa W

Consists of extra copies of processed 133
publications maintained in the Central Research
. Files and by individual analysts solely for
K convenience of reference. Files contains various
publications of CIA including the Daily Report
. of FBID and FDD publications. Contains copies
- of publications such as State Departwents
. "Pgychological Intelligence Digest" and "Current
Foreign Relations" and publications of other
government agencies. Also contains commerc¢ial
published magazines, Jjournals and newspapers
. such as New Times, New York Times, and publica-
tions of foreign governments. Filed By type of

Temporary. Destroy when obsolete or
no longer needed for reference purposes.

publication.
56 LIBRARY MATERTAL
Consists of books obtained from the library 14 Temporary. Disposalnot authorized.
on an indefinite loan basis. They include various| Return to the Library when no longer
foreign language dictionaries, Whos Who and others|. needed.

57 .memmms—( w
d;;E}sts of‘rgw te e copy receirded from 155

“varidug Field Bureaus which‘reflect monitared

Tewporary. Disposal not authorized.
Cut off at.emd of edch calendar- year

broadeca propaggnda beamed from Communist retain in current files-area for 2
countries\ Filedalso contain‘working papers years.and-transfer to the Records
‘ sueh as ‘notedy, charts, copies of.special . Center. (Except that duplicate-evples
i eports, ct opies™qf survey uemos, comwentary 5\ of~material-maintained-solely for re-
%gafs and‘51m71ar euments ‘collected and used gsr - ference-purpeses wiltl be d&stroyed).
X oug" propaganda. reports
ID, Files are maintaingd

indiv ual & 1ysts accordigg tp
by - global “opics
Hostility as

Global, Area dnd T

(1950 to date)

SECREL.
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58 BRANCH SUBJECT FILE
Consists of correspondence, teletype mess- 5 Temporary. Destroy after 3 years.
ages, and reproduced or published material accumu- Cut off at end of each calendar year;
lated for administrative and reference use of the retain in current files area for 1
Branch Chief., File contains material pertaining year and transfer to the Records Center.
to the selection, processing and editing of moni- '
tored broadcast information and the preparation of
reports such as The Daily Report, Economic Abstractg,
etec. File also contains copies of Guide Require-
ments from various consumers and administrative
messages to and from the field editors. Essential
material duplicated in the Executive Subject File.
Filed according to Agency File Manual.
1954 to date)
59 SIGNAL SERVICE FILE
Consists of unnumberteletype weesages re- 2.5 Temporary. Destroy after 6 months.
questing routine information such as reruns, Maintain a 6 wonth level; thereafter
correction, spelling, verifications and various destroy the oldest wonth upon filing
other requests for wire services which upon reply the current month.
have little or no reference. Filed chronologically|.
: (1955 to date)
60 | REFERENCE PUBLICATION FILE
Consists of extra copies of publications 8 Temporary. Destroy when obsolete or
matntained for reference and distribution. no longer needed.
Includes Field Manual, Style Manuals, Daily
Reports and similar published material.
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400240002-2
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62
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WIRE ROOM (OPERATIONAI FILES) CENTRAL RECORDS SEG%

a. Consists of extra copies of all admin-
istrative messages to and from the various Field
Bureaus. Files are maintained for wire room servid
and are duplicated in the various administrative
elements of the Division. Filed by Field Bureau
and chronologically thereunder,

(1955- to date)

b. Consists of copies of all incouwing
operational teletypes of monitored broadcasts of
the various Bureaus (originals of teletypes go to
the various editors). These files are maintained
primarily as a wire room function and are seldom
used for reference purposes. Essential waterial
is duplicated in the daily report. Filed by
station and chronologically thereunder.

Current

c. Consists of drafts of all outgoing
adwministrative wessages maintained for possible
errors in transmission of message. Filed
chronologically.

(Current)

MESSAGE LOGS

a. Consist of Signal Center Number Log
(Form 35-42) waintained on all administrative
messages in and out of the wire room. Cards
shows number assigned, date and time. It is used
for number assignment on all outgoing and for
verification or check on wissing messages on in-
coming. Filed by Bureau and numerical thereunder.

b. Consists of unnumbered log form wain-
tailned on a selective basis on operational
wessages to and from the Bureaus. Filed chronolog-
ical under source or addressee of message.

(1954)

18

3

165

FORM NO.
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Temporary. Destroy after 6 months.
Cut off at end of June and Deceuwber
each year; retain in current files area
for 6 months and destroy.

Tewporary. Destroy after 1 month.
Maintain a 1 month level; thereafter
destroy oldest date upon filing current
date.

Temporary. Destroy after 1 wonth
Maintain a 1 month level; thereafter
destroy oldest date upon filing current
date.

Tewmporary. Destroy 3rd filled card
upon starting & new card.

Tewporary. Destroy after 3 months. Cut
off at end of each quarter; retain in
current files area for 3 months and
destroy.

20p7s-004s78EGB0002-2
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63 BBC WIRE
Consists of retained copies of teletypes .5 Temporary. Destroy after 1 month.
sent in from one bureau for transmission Maintain a 1 month level; thereafter
to BBC. This material is not edited and is destroy oldest date upon filing
only sent in for retransmission service. Files current date.
are not used by FBID and is waintained only for
possible correction in transmission. Filed
chronologically.
(Current)
6k WIRE SERVICES FILES
a. Consists of record copies of teletypes b4 Tewporary. Destroy after 18
messages containing monitored waterial which has months. Maintain e 4 wmonth level;
been edited and transmitted to various consumers. thereafter transfer to the Records
This a fast wire service to the consumer so Center in 2 month blocs.
that they may receive the important news items
expeditiously. Files are essentially duplicated
in the Daily Report which are received by the
consumer at a later time. File presently contains
"B" wires and may contain similar ones at a
future date. File by type of wire and chronolog-
ically thereunder.
(1954 -0 date)
b. Consists of editors copy of incoming 5 Temporary. Destroy within 5 days
material which has been edited and becomes the after transmission
draft for the outgoing messages to the consumers.
(Current
65 B-WIRE LOG
. This is a daily log maintained by country 1 Temporary. Destroy after 4 months.
showing items sent. Maintained for reference Maintain a 4 month level; thereafter
purposes. destroy oldest date upon filing
(Current) current date.
SECREL.,
Approved Far Release 2005/11/21 - CIA-BDP78.00487A000400240002.2.
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66 TELECOMMUNICATION ENGINEERING REPORT FILE
Consists of Form DA 11-271 “Summary of .1 Temporary. Destroy after 1 year.
o Originating Traffic, Telecommunication Engineering" Cut off at end of each calendar year;
: a monthly report showing number of messages for retain in current files area for 1 year
a mwonth; DAl1-273 "Sampl Analysis of Originating and destroy.

Message Flow, Telecommunication Engineering", an
annual report containing a 3-day sample of
messages sent to each field office; and DA11-27h,
"Fixed Communication Directory, Telecommunication
Engineering," an annual report showing equipment

and type of circuits. These reports aré forwarded
' direct to Pentagon (Chief Signal Officer) and

replace DD Form 280.

(1955 to date)

67 | ‘EDITORS® FILES

These are the files being waintained by the
various editors of the branch for the production
of FBIS reports such as Daily Report, Political
Abstracts, Economic Abstracts, etc.

a. Section Administrative File - These are 3 Temporary. Destroy when obsolete or
files waintained by the various section chiefs no longer needed for reference purposes.
for reference purposes. They contain extra
copies of administrative and operational material
under subjects such as Security, Style Manual,
Training, Notices, Contributions and others, Filgs
. are maintained by subject.

b. Teletype Copy File - Contains teletype 33 Temporary. Destroy within 30 days.
copy of monitored broadcasts which are retained
by editors for possible correction of any errors.
. Copy is edited and becomes the draft of the reporis.
; Some copy received is not included in the reports)
Important items are essentially duplicated in the
Daily Report. Editors maintain these files by
. Cybuntry and chronologically thereunder.

(Current

SEGRET

Awed_c"' Raleaso2005/44/24 - ClLA DR7Z8.00437ZA000400240002.2.

FORM NO. ‘393 USE PREViIOUS

1 JAN 86 EbiTIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET » (a1)




-

ITEM NO.

) FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT 1ONS

67

211 :GiA-RDP78-004
EDITORS' FILES /(\8&58¥§8E|53r Release 2005/11/21 i :GIA

¢. Reference Publication File - Consists
of extra copies of FBIS publications such as
Daily Report and CIA and other government agency
publicatiols such as NIS, Gazetteers, Air Maps,
Indusety Registers and others. Also contains
A twspapers and magazines such as
¢s and Reporter.

‘d. Library Material - Consists of library
books such as Foreign Language Dictionary, Who's
Who, Political Handbook, Congressional Directory,
Yearbook and similar books maintained for
reference purposes.

e. Personality Card Files - Consists of
card files waintained on key personalities of
countries showing name of individual and office,
cabinet position or diplomatic title held.

Card files are also waintained on newspapers and
correspondents. Files are used by editors for
reference purposes and are essentially duplicated
in FBID Library.

PRODUCTION REPORTS FILE

Consists of production reports prepared
weekly showing number of stencils typed by
each clerk for each day. Used to prepare
personnel evaluations and for time and attendance
purposes. Filed chronologically.

MASTER CONTENTS SHEET FILE

Consist of the Daily Report "Master Content
Sheet", unnumbered form, prepared by Production
Section. This form shows the report number,
date, requisition number, book (area) number
of pages in a book by area, by voice, press and
total of both and full total. The number of page
produce on the "White Book" is added at bottom
of page. Used to wake production reports when

FORM NO.
1 JAN 86

7A000400240002-2

Temporary.

Destroy when obsolete

or no longer needed.

Tewporary.

Disposal not authorized.

Return to agency library when no
longer needed.

Temporary.
needed.

Tewporary.

Destroy when no longer

Destroy after 1 year.

Cut off at end of each calendar year;
retain in current files area for 1 year
and destroy.

Temporary .
c

Tent .3
each year
the oldest year

¢/
P&n

ecords Center.‘[/,,/(,,

called upon. Filed chronologically. SEGRET
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70 | DIPLOMATIC AND CABINET LIST CARD FILES
a. Consists of 5x8 cards containing names 1 Temwporary. Destroy when superseded or
of individuals and their diplomatic or cabinet no longer needed.
position held, Information is obtained from
‘ various publications and from the State Departmentd
Filed alphabetically by country.
(Current)
b. Consists of 3x5 card waintained on pending .2 Temporary. Destroy when change is
changes to diplomatic lists. Changes are published incorporated in current cards.
each week. :
c. Extra copies of cabinet and diplomatiec 3.5 Temporary. Destroy when no longer
list cards maintained for supplemental requests. needed.
d. Mewos to Headquarters office and wires to 2 Temporary. Destroy when no longer needed.

the Bureaus showling changes to be made to
Cabinet and Diplomatic Lists.

71| LIBRARY MATERIAL

. Consists of reference books obtained through 45 Temporary. Disposal not authorized.
CIA Library such as the Encyclopedia Britannica, Return to Agency library when no longer
The Encyclopedia Americana, Whos Who, Facts on Filg, needed.
. - | Statesman Yearbook, N.Y. Times Index, Whitakers
| Almanac and similar books waintained for reference
s . | purposes.

RECREL.
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73

™

75

Approved For Release 2005/11/21 : CIA-

REFERENCE PUBLICATION FILE ﬁ““

Consists of periodicals newspapers and
copies of Agency publications such as Gazetteers,
NIS's and copies of publications of other
government agencies waintained for reference pur-
poses. Filed by type of publication.

AREA REFERENCE FILE

Consists of copies of State Dispatches,
CIA reports, BR runs and other reference
publications maintained as reference and for
research purposes. Filed alphabetically by
country and thereunder by General, Biographic
and Geographic guides.

SUBJECT REFERENCE FILE

Consists of warious types of reference
material not pertaining to a specific country
but waintained as a reference aid. SubJjects
inculde: World Press, Peace Conference, United
Nations, Lists of Newspapers and other similar
subjects. Filed by subject folders.

LIBRARY LOAN RECORD

Consists of Library Document, Book and
Periodical Request, Form 310, maintained on
documents obtained from the Library on a loan
basis. Arranged in Pending, Current, Completed
Filed by titles.

Approved For Release 2 ; -
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Temporary. Destroy when superseded or
obsolete or no longer needed.

Temporary. Destroy when obsolete or
no lomger needed for reference purposes.

Temporary. Destroy when obsolete or
no longer needed.

Temporary. Destroy upom return of
material to the Library.
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76 LIBRARY RROCUREMENT FILE &BRET

a. Periodicals Cards. Consists of 5x8 5 Temporary. Destroy when material has been
card (unnumbered form). "Permanent Accession returned to library.
a Form" recording name of each periodical,
- publicher's price, and to whom sent. Records
the receipt and distribution of each item. In
Y addition the pink copy of "Library Purchase Order
i Form" is received back and attached to card., Filgd
alphabetically by name of periodical,

b. Yearbook Cards. Consists of 5x8 card 1 Temporary. Destroy when material has been
(unnumbered form) "Permanent Accession Form" ‘|  returned to library.
. showing number of copies received, date ordered,

date received and sent. Maintains Pending and
Received files with breakdowns under Headquarters,
East Coast and Field Stations.

i FIELD BUREAUS ACCESSION REPORTS
These are reports received from field 5 Temporary. Destroy after 1 year.. Cut
bureaus showing what has been received from off at end of each calendar year; retain
Headquarters and what has been purchased locally. in current files area for 1 year and
File also contains requests for the purchase destroy.

of books. Filed chronologically.
(1955 to date)

78 FBID PUBLICATIONS

' These are the permanent record sets of FBID
publications documenting for the Agency the

. productions of this dividion and are maintained

“ for historical purposes. (Except those publications

of Radio Propagenda Branch which are bound.

L- . They are: Survey of USSR and the Far East

‘e Broadcasts and Trends and Highlights of Moscow

and Peking Broadcasts. See Item No. 52).

a. Daily Report (Bound Copy). This report 151 Permanent. Disposal not authorized.
contains summaries, excerpts, and text from Transfer in annual blocs to the Records
selected current foreign radio broadcasts and Center when no longer needed in current
press transmissions and is published daily. files.

Approved For Release 2005/11/21 : CIA-RDP78-004 7%&55&40002-2
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78 FBID PUBLICATION (CONTINUED) - o e
| <=Retie PropeganiaxReports. This sepies | === ‘Permanent. Dispesal-not-authorized.
Iresente—integral-studtes—of+he-total monijored Cut—eff-atend-ofeachcalendaryear
Lt ; _events, intellil -Records-Center.
- gence—problems;—or-op tionald-regquirements,
Issued fr arly. File is-

, mainteined solely-for retirement purposes.

' c¢. Broadcasting Stations of the World. 1 Permanent. Disposal not authorized.
Lists all known radiq broadcasting and televi- Cut off at end of each calendar year
sion stations of the world except those in the and transfer to the Records Center.
continental USA on dowestic channels. Published

. 0l annually., File is maintained solely for.

. retirement purposes.

d. Foreign Press Transmission Schedule. 1 Permanent. Disposal not authorized.
Schedule of foreign press radio transmissions Cut off at end of each calendar year
showing location of station, area of its and transfer to the Records Center.
intended audience, time, days used, frequencies,

1 words per minute]

File is waintained solely for retirement pur-
poses.

e. Program Schedule of Foreign Broadcasting| 1 Permanent. Disposal not authorized.
Stations. Shows current location of each foreign Cut off at end of each calendar year
broadcasting station or network, area of its and transfer to the Records Center.
intended listening audience, ownership, time,
frequencies, languages and name of program. New
waterial and revisions are issued regularly as
"Station and Program Notes." File is maintained

. solely for retirement purposes.

f. Press Scruting Project. These emphasis 2 Permanent. Disposal not authorized.
1 . reports are prepared by| on Cut off at end of each calendar year
selected items fro press pertaining to and transfer to the Records Center.
1 .- | |
- P B
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Fon DATLY REPORT (SUSPENSE COPY)

These are extra copies of the Daily Report Temporar: Destro;
maintained for reference and research purposes bougd cdg& from Gozeﬁﬁggnze;:iﬁtigg
until bound copy is returned from Government Office.
Printing Office.

ECONOMIC ABSTRACT RAW COFY

Consists of the edited copy from which Temporary. Destroy after 6 months.
Economic Abstract Cards are prepared. Main-
tained for possible correction and reference ' a, Maintain a 2-month level in
purposes. Filed chronologically. Publications Section. Transfer

(1955 to date) . the 3rd month to the Library on
receipt of current month.

b, Maintain a L-month level in
Library. Destroy oldest month
upon receipt of 3rd month.
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